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Overview

Trigger(s):

The employees in an organizational unit are required to select vacation during a vacation selection period.  The user must maintain this table to control the period employees can request leave and for what period of time the leave can be requested.  

	Business Process Description Overview

	The vacation selection process is required for employees working in the organization.  The details of the selection period and the leave period must be maintained in the Vacation Selection Table.




	Input
	Comments

	Data is required to ensure the vacation selection process is in accordance with the policy.
	

	Steps
	Details

	1. Update the table with the requirements for the organizational unit in which you are responsible.
	This includes input of personnel area, organizational unit and/or job, leave calendar 

year and period, vacation selection date range, vacation request date range, 

and minimum workdays off.


	Output
	Comments

	Employees will be able to request leave via Employee Self-Service during the vacation selection period.  
	

	Steps
	Details

	1.  N/A
	


Tips and Tricks

· If the Create icon [image: image1.bmp], F5, or the Create button [image: image2.png]


 was selected in error, you can exit the screen without saving the record, by clicking on the exit button [image: image3.bmp] or Shift + F3.

· If the number or value is unknown, click on the drop down box [image: image4.bmp] in the field to access the search feature.

· Security controls the ability to create [image: image5.png]


, change [image: image6.png]


, or delete [image: image7.png]


 only records in the user’s same personnel area, even though all records are visible.  

· Do not use the Upload from file icon [image: image8.png]Upload from file



.
· To view records immediately before the record selected, the Previous period icon [image: image9.bmp] can be used. 
Procedure Steps

1.1 Access transaction by:

	Via Menus
	N/A

	Via Transaction Code
	ZH_VACREQ


1.2 On screen “HR TM – Vacation Selection customer defined table maintenance” create a record by clicking on the Create icon [image: image10.bmp], F8, or the Create button [image: image11.png]


.  
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1.3 On screen “HR TM – Vacation Selection customer defined table maintenance” enter information in the fields as specified in the table.  After entering the selections, click the save icon [image: image13.bmp]. 
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	Field Name
	Description
	R/O/D/N
	User Action and Values
	Comments

	Personnel Area
	Agency code.
	R
	Enter code.
	

	Organizational Unit
	Organizational unit code.
	R
	Enter code.
	

	Job
	Job Code.
	O
	Enter the job code only if employees assigned to a particular job within a particular organizational unit have different vacation selection period parameters.
	

	Calendar Leave Year
	Year.
	R
	Enter the year the employees will be taking leave, not the year the employees complete the form.
	

	Leave Year Period
	Leave Year Period.
	R
	Enter a 1 (first vacation selection period) or 2 (second vacation selection period).
	

	Vacation Selection Begin Date
	Date marking the beginning of the vacation selection period.  
	R
	Enter date in mm/dd/yyyy format.  
	

	Vacation Selection End Date
	Date marking the end of the vacation selection period.
	R
	Enter date in mm/dd/yyyy format.  
	

	Vacation Request Begin Date
	First date in which the employee can request a vacation absence, in other words, the actual date of absence.
	R
	Enter date in mm/dd/yyyy format.  
	

	Vacation Request End Date
	Last date in which the employee can request a vacation absence, in other words, the actual date of absence.
	R
	Enter date in mm/dd/yyyy format.  
	

	Vacation Block
	Minimum number of scheduled workdays that must be included in a single request.  
	O
	Enter number. 
	


R = Required, O = Optional, D = Display, N = Not Required

1.4 To change a record, on screen “HR TM – Vacation Selection customer defined table maintenance” click the Change icon [image: image15.bmp], F6, or the Change button [image: image16.png]


.  The display and delete options work similarly.

1.5 Select the record by clicking on the check box [image: image17.bmp] to the left of the record, then click on the Change icon [image: image18.bmp] or F6 to display the table maintenance screen.  The display and delete options work similarly.
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Personnel |Organizational Calendar |Leave Year|Vacation Selection|Vacation Selection|Vacation Reguest |Vacation Reguest
hrea unit Job  |Leave Year| Period Begin Date End Date Begin Date End Date
1 50003016 oooeenl 2003 |1 04701 /2002 06/30/2002 017012003 06/30/2003
11 5003016 ooeeeenl 28003 |2 10701 /2002 11/30/2082 07/01/2003 12/31 /2003
1 50003016 oonnaeenl 2604 |1 097012003 18/31 /2003 017012004 06/30/2004
11 5003016 seatgrazl 2003 |1 04701 /2002 0473072002 017012003 06/30/2003
1 50003016 seatatszl 2003 |2 05701 /2002 08/31 /2002 07/01 /2003 12/31 /2003
11 5003016 seatgral 2003 |1 04701 /2002 0473072002 017012003 06/30/2003
11 50003016 seatgtssl 2003 |2 027012003 02/28/2003 07/01/2003 12/31 /2003
12 f0AAAAAY ooeenl 2602 |1 05701 /2002 06701 /2002 a7/01 /2002 08/01 /2002
12 fAAAAAAY ooeeeel 2802 |2 08/01 /2002 09701 /2002 10701 /2082 11701 /2082
12 f0AAAAAY ooneeenl 2003 |1 08/01 /2002 09701 /2002 10701 /2002 11701 /2082
12 fAAAAAAY ooeeeenl 2803 |2 03/01 /2003 097012003 107012003 117012003
12 A0AAAAAY ooneeeeal 2604 |1 017012004 02701 /2004 03701 /2004 04701 /2004
12 50001301 ooeeeenl 2003 |5 037012003 03/31 /2003 057012003 05/05/2003

717 00178002 00000000 2004 |1 10/01/2003 10/15/2003 017012004 12/31 /2004
18 50008627 ooeeaenl 2003 |1 06701 /2002 06/30/2002 017012003 06/30/2003
18 50000627 L T CE N P 08/01 /2002 1173072002 07/01/2003 12/31 /2003
19 50003010 ooeeeatal 2002 |1 0470372002 0470372002 0470372002 0470372002
28 00201488 ooeenl 264 |1 107012003 10/15/2003 017012004 12/31 2004
28 00204108 ooneeaenl 2604 |1 107012003 10/15/2003 017012004 12/31 /2004
21 50001955 ooneeeeal 2002 |1 05/22/2082 06/22/2002 a7/01 /2002 09/25/2082
21 50001955 ooeeeel 2802 |2 05701 /2002 06701 /2002 07/01 /2002 08/01 /2002
21 5003016 ooeenl 2003 |1 04701 /2002 06/30/2002 017012003 06/30/2003
22 50003018 ooeatal 2002 |1 0470372002 0470372002 0470372002 0470372002
23 50003010 ooeatal 2002 |1 0470372002 0470372002 047032002 047032002
2 000AAAAS ooneeats 2003 |1 057072002 057072002 05/08/2002 05/08/2002
32 50003010 ooeatal 2002 |1 0470372002 0470372002 047032002 047032002
33 50003018 ooeatal 2002 |1 0470372002 0470372002 0470372002 0470372002
40 50003010 ooeeatal 2002 |1 047032002 047032002 047032002 047032002
68 50003018 ooeatal 2002 |1 0470372002 0470372002 0470372002 0470372002
2 50003010 ooeeatal 2002 |1 0470372002 0470372002 0470472002 0471572002
a1 fAAAAAAY ooeatal 2002 |1 04701 /2002 05/01 /2002 06/02/2002 a7/02/2002





Note:  Additional fields can be viewed by scrolling right on the above screen print.  

1.6 Make changes by typing over the information.  Changes can only be made to the date fields and vacation block field.  Note:  If the other fields are incorrect, it is necessary to use the delete function to re-create the record with the correct values.
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Cross Functional Dependencies:

	Team
	Dependent tasks

	N/A
	


Workflow Requirements:

	Trigger
	Approval
	Response

	N/A
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